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PART 701—PROCEDURES AND 
SERVICES 

Sec. 
701.1 Information about the Library. 
701.2 Acquisition of Library material by 

non-purchase means. 
701.3 Methods of disposition of surplus and/ 

or duplicate materials. 
701.4 Contracting Officers. 
701.5 Policy on authorized use of the Li-

brary name, seal, or logo. 

AUTHORITY: 2 U.S.C. 136; 18 U.S.C. 1017. 

SOURCE: 69 FR 39838, July 1, 2004, unless 
otherwise noted. 

§ 701.1 Information about the Library. 
(a) Information about the Library. It is 

the Library’s policy to furnish freely 
information about the Library to the 
media. All requests from the media, for 
other than generally published infor-
mation and Library records, should be 
referred to the Public Affairs Office. 
For information about access to, serv-
ice of, and employment with the Li-
brary of Congress, go to http:// 
www.loc.gov. 

(b) Public Affairs Office. The Public 
Affairs Office shall have the principal 
responsibility for responding to re-
quests for information about the Li-
brary from representatives of the 
media; giving advice to Library officers 
and staff members on public-relations 
and public-information matters; keep-
ing the Librarian and other officers in-
formed of important developments in 
this field; and promoting the resources 
and activities of the Library. 

(1) During regular office hours (8:30 
a.m. to 5 p.m.) telephone operators 
shall refer requests for information, 
from the media only, about the Library 
to the Public Affairs Office. All other 
requests for information shall be re-
ferred to the National Reference Serv-
ice or other appropriate offices of the 
Library. 

(2) All other Library offices and staff 
members who receive inquiries directly 
from representatives of the media for 
information about the Library, other 
than generally published information, 
shall refer such inquiries to the Public 
Affairs Office. 

(3) The Public Affairs Office shall re-
spond directly to inquiries concerning 
the Library, calling upon other offices 

to supply information to it as nec-
essary, or shall arrange for other of-
fices or staff members, as appropriate, 
to supply such information directly 
and report back to Public Affairs after 
the contact has been made. Requests 
for Library of Congress records, how-
ever, shall be made in accordance with 
36 CFR part 703. 

(4) When the Public Affairs Office is 
closed (evenings, Saturdays, Sundays, 
and holidays), requests from the media 
for information about the Library shall 
be referred to the Public Affairs Officer 
at his/her home. In the event that per-
son is not available, inquiries shall be 
referred to the Acting Public Affairs 
Officer, or, in turn, a designated public 
affairs specialist. 

(c) Other Library Units and Staff Mem-
bers. All Other Library Units and Staff 
Members shall be responsible for keep-
ing the Public Affairs Office fully and 
promptly informed of contacts with the 
press, except in those instances of rou-
tine reference inquiries; supplying the 
Public Affairs Office with any data it 
requires in order to respond to inquir-
ies from representatives of the media; 
and reporting promptly to the Public 
Affairs Office substantive contacts 
with media representatives about the 
Library and its policies or activities. 

§ 701.2 Acquisition of Library material 
by non-purchase means. 

(a) Gifts. It is the policy of the Li-
brary of Congress to foster the enrich-
ment of its collections through gifts of 
materials within the terms of the Li-
brary’s acquisitions policies. In imple-
menting this policy, division chiefs and 
other authorized officers of the Library 
may undertake, as representatives of 
the Library, preliminary negotiations 
for gifts to the Library. However, re-
sponsibility for formal acceptance of 
gifts of material and for approval of 
conditions of such gifts rests with The 
Librarian of Congress or his designee. 
The Chief, African/Asian Acquisitions 
and Overseas Operations Division, 
Chief, Anglo-American Acquisitions 
Division, and Chief, European and 
Latin American Acquisitions Division 
are responsible for routine gifts in the 
geographic areas covered by their divi-
sions. 
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(b) Deposits. (1) The Anglo-American 
Acquisitions Division is the only divi-
sion in the Library authorized to make 
technical arrangements, formally ne-
gotiate for the transportation of mate-
rials and conditions of use at the Li-
brary, and prepare written Agreements 
of Deposit to formalize these negotia-
tions. The term ‘‘deposit’’ is used to 
mean materials which are placed in the 
custody of the Library for general use 
on its premises, but which remain the 
property of their owners during the 
time of deposit and until such time as 
title in them may pass to the Library 
of Congress. A deposit becomes the per-
manent property of the Library when 
title to it is conveyed by gift or be-
quest. A deposit may be withdrawn by 
the owner rather than conveyed to the 
Library. A deposit shall be accom-
panied by a signed Agreement of De-
posit. 

(2) It is the policy of the Library of 
Congress to accept certain individual 
items or special collections as deposits 
when: permanent acquisition of such 
materials cannot be effected imme-
diately; the depositors give reasonable 
assurance of their intention to donate 
the materials deposited to the United 
States of America for the benefit of the 
Library of Congress; the Library of 
Congress determines that such ulti-
mate transfer of title will enrich its 
collections; and the depositors agree 
that the materials so deposited may be 
available for unrestricted use or use in 
the Library under reasonable restric-
tions. 

(c) Conditional Gifts of Material to the 
Library. In cases where donors wish to 
attach conditions of use, negotiating 
officers cannot commit the Library to 
acceptance of such conditions. The Li-
brarian of Congress or designee will 
consult the appropriate division and 
service unit officers and the General 
Counsel to ascertain whether the con-
ditions are generally acceptable. 

§ 701.3 Methods of disposition of sur-
plus and/or duplicate materials. 

(a) Exchange. All libraries may make 
selections on an exchange basis from 
the materials available in the ‘‘Ex-
change/Transfer’’ category. The policy 
governing these selections is that ex-
change be made only when materials of 

approximately equal value are ex-
pected to be furnished in return within 
a reasonable period. Dealers also may 
negotiate exchanges of this type for 
items selected from available exchange 
materials, but surplus copyright de-
posit copies of works published after 
1977 shall not knowingly be exchanged 
with dealers. Offers of exchange sub-
mitted by libraries shall be submitted 
to the Chief of the African/Asian Ac-
quisitions and Overseas Operations Di-
vision, Anglo-American Acquisitions 
Division, or European/Latin American 
Acquisitions Division, or their des-
ignees, as appropriate, who shall estab-
lish the value of the material con-
cerned. Offers from dealers shall be re-
ferred to the Chief of the Anglo-Amer-
ican Acquisitions Division. Exchange 
offers involving materials valued at 
$1,000 or more must be approved by the 
Acquisitions Division Chief; offers of 
$10,000 or more must be approved by 
the Director for Acquisitions and Sup-
port Services; and offers of $50,000 or 
more must be approved by the Asso-
ciate Librarian for Library Services. 
The Library also explicitly reserves the 
right to suspend, for any period of time 
it deems appropriate, the selection 
privileges of any book dealer who fails 
to comply fully with any rules pre-
scribed for the disposal of library ma-
terials under this section or any other 
pertinent regulations or statutes. 

(b) Transfer of materials to Government 
Agencies. Library materials no longer 
needed by the Library of Congress, in-
cluding the exchange use mentioned 
above, shall be available for transfer to 
Federal agency libraries or to the Dis-
trict of Columbia Public Library, upon 
the request of appropriate officers of 
such entities, and may be selected from 
both the ‘‘Exchange/Transfer’’ and ‘‘Do-
nation’’ categories. Existing arrange-
ments for the transfer of materials, 
such as the automatic transfer of cer-
tain classes of books, etc., to specified 
Government libraries, shall be contin-
ued unless modified by the Library. 

(c) Donations of Library materials to 
educational institutions, public bodies, 
and nonprofit tax-exempt organizations in 
the United States. It is the Library’s 
policy, in keeping with the Federal 
Property and Administrative Services 
Act of 1949, 40 U.S.C. 471 et seq., which 
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does not cover the Library of Congress, 
to use materials no longer needed for 
any of the purposes mentioned above to 
strengthen the educational resources of 
the Nation by enriching the book col-
lections of educational institutions 
(full-time, tax-supported or nonprofit 
schools, school systems, colleges, uni-
versities, museums, and public librar-
ies), public bodies (agencies of local, 
State, or Federal Government), and 
nonprofit tax-exempt organizations 
(section 501 of the Internal Revenue 
Code of 1954, 26 U.S.C. 501, by author-
izing the Anglo-American Acquisitions 
Division to donate to such groups in 
the United States any materials se-
lected by their representatives. Eligi-
bility to participate in the donation 
program shall be limited as defined by 
procedures established by the Anglo- 
American Acquisitions Division. 

(d) Disposition of residue. Library ma-
terials not needed for the collections of 
the Library, for its exchange and trans-
fer programs, for sale, or for donation, 
and which, in the opinion of the Chief, 
Anglo-American Acquisitions Division, 
have no commercial value, may be 
turned over to the General Services 
Administration (GSA) to be disposed of 
in accordance with standard Govern-
ment practice. 

§ 701.4 Contracting Officers. 

While the Librarian of Congress may 
sign any agreement, certain other of-
fices of the Library have been dele-
gated authority to contract for mate-
rials and services on behalf of the Li-
brary of Congress. Contact the Office of 
the General Counsel of the Library at 
202–707–6316 for information on specific 
delegations. 

§ 701.5 Policy on authorized use of the 
Library name, seal, or logo. 

(a) Purpose. The purpose of this part 
is three-fold: 

(1) To assure that the Library of Con-
gress is properly and appropriately 
identified and credited as a source of 
materials in publications. 

(2) To assure that the name or logo of 
the Library of Congress, or any unit 
thereof, is used only with the prior ap-
proval of the Librarian of Congress or 
his designee; and 

(3) To assure that the seal of the Li-
brary of Congress is used only on offi-
cial documents or publications of the 
Library. 

(b) Definitions. (1) For the purposes of 
this part, publication means any tan-
gible expression of words or thoughts 
in any form or format, including print, 
sound recording, television, optical 
disc, software, online delivery, or other 
technology now known or hereinafter 
created. It includes the whole range of 
tangible products from simple signs, 
posters, pamphlets, and brochures to 
books, television productions, and 
movies. 

(2) Internal Library publication means 
a publication over which any unit of 
the Library has complete or substan-
tial control or responsibility. 

(3) Cooperative publications are those 
in which the Library is a partner with 
the publisher by terms of a cooperative 
publishing agreement. 

(4) Commercial publications are those 
known or likely to involve subsequent 
mass distribution, whether by a for- 
profit or not-for-profit organization or 
individual, which involve a cooperative 
agreement. A commercial publication 
can also include a significant number 
of LC references and is also approved 
by the LC office that entered into a 
formal agreement. Noncommercial 
publications are those which are pro-
duced by non-commercial entities. 

(5) Internet sites are those on-line en-
tities, both commercial and non-com-
mercial, that have links to the Li-
brary’s site. 

(6) Library logo refers to any official 
symbol of the Library or any entity 
thereof and includes any design offi-
cially approved by the Librarian of 
Congress for use by Library officials. 

(7) Seal refers to any statutorily rec-
ognized seal. 

(c) Credit and recognition policy. (1) 
The name ‘‘Library of Congress,’’ or any 
abbreviation or subset such as ‘‘Copy-
right Office’’ or ‘‘Congressional Re-
search Service,’’ thereof, is used offi-
cially to represent the Library of Con-
gress and its programs, projects, func-
tions, activities, or elements thereof. 
The use of the Library’s name, explic-
itly or implicitly to endorse a product 
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or service, or materials in any publica-
tion is prohibited, except as provided 
for in this part. 

(2) The Library of Congress seal sym-
bolizes the Library’s authority and 
standing as an official agency of the 
U.S. Government. As such, it shall be 
displayed only on official documents or 
publications of the Library. The seal of 
the Library of Congress Trust Fund 
Board shall be affixed to documents of 
that body as prescribed by the Librar-
ian of Congress. The seal of the Na-
tional Film Preservation Board shall 
be affixed to documents of that body as 
prescribed by the Librarian of Con-
gress. Procedures governing the use of 
any Library of Congress logo or symbol 
are set out below. Any person or orga-
nization that uses the Library Seal or 
the Seal of the Library of Congress 
Trust Fund Board in a manner other 
than as authorized by the provisions of 
this section shall be subject to the 
criminal provisions of 18 U.S.C. 1017. 

(3) Questions regarding the appro-
priateness of the use of any Library 
logos or symbols, or the use of the Li-
brary’s name, shall be referred to the 
Public Affairs Officer. 

(4) Cooperative Ventures. (i) Indi-
vidual, commercial enterprises or non- 
commercial entities with whom the Li-
brary has a cooperative agreement to 
engage in cooperative efforts shall be 
instructed regarding Library policy on 
credit, recognition, and endorsement 
by the officer or manager with whom 
they are dealing. 

(ii) Ordinarily, the Library logo 
should appear in an appropriate and 
suitable location on all cooperative 
publications. The Library requires that 
a credit line accompany reproductions 
of images from its collections and re-
flect the nature of the relationship 
such as ‘‘published in association with 
* * *.’’ 

(iii) The size, location, and other at-
tributes of the logo and credit line 
should be positioned in such a way that 
they do not imply Library endorsement 
of the publication unless such endorse-
ment is expressly intended by the Li-
brary, as would be the case in coopera-
tive activities. Use of the Library name 
or logo in any context suggesting an 
explicit or implicit endorsement may 
be approved in only those instances 

where the Library has sufficient con-
trol over the publication to make 
changes necessary to reflect Library 
expertise. 

(iv) Library officers working on coop-
erative projects shall notify all col-
laborators of Library policy in writing 
if the collaboration is arranged 
through an exchange of correspond-
ence. All uses of the Library of 
Congress’s name, seal or logo on pro-
motional materials must be approved 
by the Public Affairs Officer, in con-
sultation with the Office of the General 
Counsel, in advance. A statement of Li-
brary policy shall be incorporated into 
the agreement if the terms of the col-
laboration are embodied in any written 
instrument, such as a contract or let-
ter of understanding. The statement 
could read as follows: 

Name of partner recognizes the great value, 
prestige and goodwill associated with the 
name, ‘‘Library of Congress’’ and any logo 
pertaining thereto. Name of partner agrees 
not to knowingly harm, misuse, or bring into 
disrepute the name or logo of the Library of 
Congress, and further to assist the Library, 
as it may reasonably request, in preserving 
all rights, integrity and dignity associated 
with its name. Subject to the Library’s prior 
written approval over all aspects of the use 
and presentation of the Library’s name and 
logo, the Name of Partner may use the name 
of the Library of Congress in connection 
with publication, distribution, packaging, 
advertising, publicity and promotion of the 
llllll, produced as a result of this 
Agreement. The Library will have fifteen (15) 
business days from receipt of Name of part-
ner’s written request to approve or deny with 
comment such requests for use of its name or 
logo. 

(d) Noncommercial Users. Library offi-
cers assisting individuals who are non-
commercial users of Library resources 
shall encourage them to extend the 
customary professional courtesy of ac-
knowledging their sources in publica-
tions, including films, television, and 
radio, and to use approved credit lines. 

(1) Each product acquired for resale 
by the Library that involves new label-
ing or packaging shall bear a Library 
logo and shall contain information de-
scribing the relevance of the item to 
the Library or its collections. Items 
not involving new packaging shall be 
accompanied by a printed description 
of the Library and its mission, with Li-
brary logo, as well as the rationale for 
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operating a gift shop program in a 
statement such as, ‘‘Proceeds from gift 
shop sales are used to support the Li-
brary collections and to further the Li-
brary’s educational mission.’’ 

(2) Electronic Users. Links to other 
sites from the Library of Congress’s 
site should adhere to the Appropriate 
Use Policy for External Linking in the 
Internet Policies and Procedures Hand-
book. Requests for such linkage must 
be submitted to the Public Affairs Of-
fice for review and approval. 

(3) Office Systems Services shall 
make available copies of the Library 
seal or logo in a variety of sizes and 
formats, including digital versions, if 
use has been approved by the Public 
Affairs Officer, in consultation with 
the Office of General Counsel. 

(4) Each service unit head shall be re-
sponsible for devising the most appro-
priate way to carry out and enforce 
this policy in consultation with the 
General Counsel and the Public Affairs 
Officer. 

(e) Prohibitions and Enforcement. (1) 
All violations, or suspected violations, 
of this part, shall be reported to the Of-
fice of the General Counsel as soon as 
they become known. Whoever, except 
as permitted by laws of the U.S., or 
with the written permission of the Li-
brarian of Congress or his designee, 
falsely advertises or otherwise rep-
resents by any device whatsoever that 
his or its business, product, or service 
has been in any way endorsed, author-
ized, or approved by the Library of 
Congress shall be subject to criminal 
penalties pursuant to law. 

(2) Whenever the General Counsel has 
determined that any person or organi-
zation is engaged in or about to engage 
in an act or practice that constitutes 
or will constitute conduct prohibited 
by this part or a violation of any re-
quirement of this part, the General 
Counsel shall take whatever steps are 
necessary, including seeking the assist-
ance of the U.S. Department of Justice, 
to enforce the provisions of the appli-
cable statutes and to seek all means of 
redress authorized by law, including 
both civil and criminal penalties. 

PART 702—CONDUCT ON LIBRARY 
PREMISES 

Sec. 
702.1 Applicability. 
702.2 Conduct on Library premises. 
702.3 Demonstrations. 
702.4 Photographs. 
702.5 Gambling. 
702.6 Alcoholic beverages and controlled 

substances. 
702.7 Weapons and explosives. 
702.8 Use and carrying of food and beverages 

in Library buildings. 
702.9 Inspection of property. 
702.10 Protection of property. 
702.11 Smoking in Library buildings. 
702.12 Space for meetings and special 

events. 
702.13 Soliciting, vending, debt collection, 

and distribution of handbills. 
702.14 Penalties. 

AUTHORITY: Sec. 1, 29 Stat. 544; 2 U.S.C. 136. 

SOURCE: 69 FR 39840, July 1, 2004, unless 
otherwise noted. 

§ 702.1 Applicability. 
The rules and regulations in this part 

apply to all Federal property under the 
charge and control of the Librarian of 
Congress and to all persons entering in 
or on such property. 

§ 702.2 Conduct on Library premises. 
(a) All persons using the premises 

shall conduct themselves in such man-
ner as not to affect detrimentally the 
peace, tranquility, and good order of 
the Library. Such persons shall: 

(1) Use areas that are open to them 
only at the times those areas are open 
to them and only for the purposes for 
which those areas are intended; 

(2) Comply with any lawful order of 
the police or of other authorized indi-
viduals; and 

(3) Comply with official signs of a re-
strictive or directory nature. 

(b) All persons using the premises 
shall refrain from: 

(1) Creating any hazard to oneself or 
another person or property, such as by 
tampering with fire detection and/or 
security equipment and devices, by 
fighting, by starting fires, or by throw-
ing or deliberately dropping any break-
able article, such as glass, pottery, or 
any sharp article, or stones or other 
missiles; 
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